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Instructions for using Outlook Web App 

For Commerce Employees 

 
 
 

Outlook Web App is the web version of Outlook for Commerce employees. 
Because this is a web version, it does not behave exactly like Outlook on your 
workstation and not all of the advanced features are available.  
 

 

Commerce Website Forward Slash EMAIL: 
http://www.commerce.wa.gov/email 

 
 
 
 
 
 
 

Page 2  How do I logon? 

Page 3  How to set out of office? 

Page 4  How to set a signature? 

Page 5  How to change my password? 

Page 6  How to access a shared email account? 
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How to Logon 

1. Goto http://www.commerce.wa.gov/email 
2. Click “Outlook Web App” 
3. Enter your Username beginning with “CTED\” 

Example: Commerce Employee John Doe would enter “CTED\JohnD” as a username 
(See above picture) 

4. Enter your Password.  Your password is the same password you use to logon to your work 
computer. 

5. Press “Log On” button 
 
I see the Security Radio Button for Private Computer.  Should I check it? 
Use this option if you are on your home PC 
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1. Logon to Outlook Web App 
2. Click the “Options” drop down button in the upper right of the screen 

 
3. Select “Set Automatic Replies…” 
4. Select Send automatic Replies Radio Button 
5. Optionally you can set the time period you want the Automatic replies to start and finish by 

checking the box and setting the start and finish. 

 
6. Type a message in both “Send a reply once to each sender inside my organization with the 

following message:” and “Send a reply once to each sender outside my organization with the 
following message:” 

7. Then Click the Save Button in the Bottom Right of the screen. 

 
8. Once saved, click “Mail” in the upper left. (If you did not click Save button it will pop-up a 

warning asking you if you want to save or not.) 
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1. Logon to Outlook Web App 
2. Click the “Options” drop down button in the upper right of the screen 

 
3. Select “See All Options…” 
4. Select “Settings” on the Left 
5. Select “Mail” on the Top 

 
6. Set your email signature. (Hint: Copy and paste from a new email in your regular Outlook) 
7. Check “Automatically include my signature on messages I send” 
8. Then Click the Save Button in the Bottom Right of the screen. 

 
9. Once saved, click “Mail” in the upper left. (If you did not click Save button it will pop-up a 

warning asking you if you want to save or not.) 
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1. Logon to Outlook Web App 
2. Click the “Options” drop down button in the upper right of the screen 

 
3. Select “Change Your Password…” 

 
4. Type your Current password (The one you just used to logon) 
5. Type your New password (What you want your password to be) 
6. Confirm your New password (by re-typing your new password) 
7. Click Save 
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A shared email account is an email account that a group of people have access to.  In regular Outlook on 
your workstation it shows up as another folder on the left under your account.  However under 
“Outlook Web App” you have to switch between the accounts. 
 
 

1. Logon to Outlook Web App with your username and password. 
2. Click your name drop down button in the upper right of the screen 

 
3. It will popup “Open Other Mailbox” 
4. Enter the email address of the shared email account you wish to open 
5. Click Open 
6. If you have access to this shared mailbox, it will open. 
7. If you do not have access, you will receive the following message:

 
8. If you want to switch back to your regular email account start with step 2 above by click on the 

shared email account name and entering your email address. 
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